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ate n m 


HIHOJUIDtm ?OR» Chief, C-2 Document Libr ary 
SUBJECT * CIA Library Services to 0-2 


n-Jt^JS*****^ ia Biade *° memoranda of it and 19 December 1952 
OB th. BMW mbj.ct of CM Lib™, Sorrlcs to c-2 
uocxment Library. This Memorandum la to confirm the ^ 

* 10 ,lt,nS iU f «llltie. to n-2 nd Kfhrato coop. rate 

2. Comments specifically are as follows t 

?f ., il f r n ” h,r - »• CM library 1 , »min* to 
** rr J cij ^S « C-2 requests for Intsllofax tapes by 

*1 th ®. l0to of CIA documents. Close watch will be 
kept c® the volume to see that it is within the personnel capa- 

Xt Jf JfuuimA that the G-2 Library in turn provide 
S •valuations of the service providS to «s- 

of object analysis, circu- 
lation and bibliographic activities. 

- m re£T>Zfi^ 8r& JS "T”*- 

«n ^ «T^tSui!rsi-js ssjasriissg 

covering basic intelligence, flashes, etc. The cards will be 
^imn^and will be sent to you weekly, starting the first week 

:t “sr 

CM Library to raeord It. T^diltlra? *"• ** 


ABTimc 

30 December 1952 
Distribution: 

AD/CD - 1 <AD/lC - 1 
Signer - 2 Admin. Files 
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02-CDL 


mfCRAinxn/ for* chief, cehtral intelliodo aoesct li bruit 

SUBJECT: Services Available from CIA to 0? 


25X1 




1. Due to «p*e« and personnel limitations the 3-2 Doou n ent 
Library baa under consideration a plan to raatrlct conaiderubly ita 
cataloging of intelligence reports received from othor XAC agendas. 
Ipthia plan la put into effect. It would lneraaaa the demands for 
farrlce on the CIA Library. The plan in aasaaoe follow t 

a. 3-2 Doc want Library would giva complete subject cata- 
loging to *11 intelligence raporta received fron Amy sourest and 
would continue to maintain permanent file ooplee of each reporta. 

b. The 3-2 Docume n t Library would maintain temporary file 
coplea only of raporta received from other agencies end would do no 
subject cataloging on such reports. It is anticipated that these 
temporary file copies would be retained for perhaps cam year after 
receipt. 


e. The Q-2 Document Library mould depend on the CIA Library, 
to furnish lists of references by subject on Intel lofax tap-*o when- 
ever requests ere received for information by subject which carnet be 
answered solely from intelligence reports of Anqr origin. It la 
anticipated that requests for such Into llo fax tapes would increase 
fron the present average of about (UO) par month to a —*<■»— of (200) 
per month. 

d. It is farther anticipated that 02 would Japan! on the 
CIA Library to famish copies on loam mf CIA raporta after the tempor- 
ary fils copy of the 3-2 D ocu ment Library has bean destroyed. Xo 

estimate can be glvoa at this time af the 1 aaaad load tide would 

place cm the inter-library lama f sell! ties | hemes a r. It is not be- 
lieved that It would bo very asternal vo. 

2. Information la leal rad for planning p ur poses as to whe th e r 
the GXA Library le in a pealtloa be handle the lnaremeel load eao- 
tiemad above. 


Major *" 

Chief, 0-2 TView i et Library 
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Resources Section. CIA Li' 
PR08PECTUS 


XflTROROCnjQH 

at ^ =XA to the aiBnmer 

a result of later -office dtocuesloBa^OOT 1 ™ f r f*“f :h ' *• 

Initiating a new operation fm> mTL .. f t *. vi&li plannin g and 

22 SSSsSSE ^ST-^SSiSrS 1 ' 

ORR, CPC, OCI, OK, and 061. propoanxe vere contributed by 

PROGRAM 

* authority ms received by the CIA Librarr c* i 1oeo . 

establish a Resources Section to orovid* ±tm fSESj jL*® 7 1952 *° 
to CXA Offices : provide the following reference services 

^eraratioa end ^inteymc. of a gjnabooh of Xatell^p e. 


2. 


_ - _ _T (A a nmnnwiw nf Tnf* 

~ (t ° ** initially io lAd ' 

Agencies; to provide comprehensive descriptions of col- 
lections and collection policies.) Vn 601 

^* rmtt0 °. 01 a PuMa to Reforms. IM. . 

f* 50 ** ty amaaM by suMeci the worlrtTi g »^-U ~~ 

handbooks, translati!ms2nSS! etc. - 
irtth Mitch the researcher should be fusilier in nm- r.iL i i.Li .— 
his research assignments.)^^ ^ “ Performing 


3“ Field searches for source 
from researchers. 


ateriala according to briefings 


z££r rs^t^wjsy- • 

on boitol. it to ^rtart r Srttli“fIIu* 2 toS , ^*S , ,, 2 -"*-'*?* Si 
of FT53* Ihe Section will develop procedures far a) ccmiiiM* 
of Agency requlxemsuts . b) vertandS* rar a K C fl *P 11lT> g 

ST.f SiS 25.“ 1 ” mt * rl * u of^rtSiiSd^Lito”^' 

eaa ej utilising resource information in sunoovt of __V. - 

Wi ?222 SS.*" a,otl ~ — 


SECRET 

RKEN7 £ 1 1952 I 


Approved For Release 2003/03/07 : CIA-RDP80R01731R003400090001-9 








Approved [^Release, 20 Q 3/03/gf FtSlA RDP80R 01^1 R003400090001 -9 


25X1 


Semple Sheets of th« 

Prop© m<& 

Mm &». Ms£&£sag& MtadMbi 


Containing! 


1» f^oapootue. 

2.i Proposed li.at of poriodLioalB to fee InderedL 
3« Kay to abbreviations. 

4 » Sample entry and explanation 
5<» Sample pages of proposed index containing 
indexing of five of the proposed periodicals. 


■'fctobor 16 1952 
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PROSPECTUS 


PURPOSE 


To establish a currant., continuing, cumulative, sufejwfc index to 
articles and studies contained in a selected list, of the mas*® important 
intelligence periodicals, heretofore not colored by cumulative indexing., 

fiEKD 


It is hoped that the Index will satisfy the need felt by research 
analysts and librarian a for a K Readers c Guide'* type of index to classified 
intelligence periodicals, until now covered in a vary few cases by only 
occasional annual or seM-anuunl Indexes. 

SCOPE 

fh© material to be indexed has been sol acted by the following criteria I 

1« That it bs in a publication (up through top secret) of the 
1AG Agencies, certain subordinate SQg:iirnda,| I 


2* That it bs in English. 

3* That it ba a periodical, that is, & publication vdth a 

distinctive title appearing at successive intervale, contain- 
ing articles on various subjects? by ssreral contributors. 

4o That it be an original., authoritative, substantive presenta- 
tion of the subject covered. 

5o That it not be indexed elsewhere on a current, continuing 
basis outside of the Intellofax System. 

MEJTHCQ OF ISSDKGM3 

Indexing is done by approved library methods with some adaptations 
in terminology and form to fit the needs of CIA and other intelligence 

groom?. 
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j^ nlwc will b* published aoaUJLj- ; atxl cumulated yearly <> 

IMiS 


*?hc- emtrias show the fallowing inf creation: 


4V#, c? 

H, 


i 


Titta 


S^mwity information 
Xllusts&tive and bibUegwipWLfl a» tt.es* 
Afctraperiated till* «>£ publication 
Volume or ni»ber 



S&CR&T 
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Ag— .. 

— mar mm m bjwm 

bibliog— 
bibliog £ 


^.^ontinuod on later 
pages of 
saitis issue 
-----August 
— — April 
— -Bibliography 
- — bibliographical 


footnotes 

bl-tn— -- ——bimonthly 

bi-w*~- — biwoekly 

Oft —— — — — — ••—-cirua 


0 Oh— •»*/ « m- -mm odjj&ny 

cotiip— oontpiled 
compiler 

Goaf— — — ——confidential 
ool— — ■■ -colored 

f fe— — i w h»l— i —..December 
diag— ■ — > — —diagram 
diags — -—-—diagrams 
s d— ■ — — r»— — — ««.»edit ed 

edition 

editor 

F — —February 

facsi©-— — — facsimile 
il —illustrated 


illustration., 
illustrator 
Inc——- — -incorporated 
irr — « — -irregular 
J — — -Jaatrary 

jfpi i— > JntX'S 

J1-— — — — . — .—July 
jt *— oint 
ltd—*" — — — —limits d 


—s 


nu- ■ * ■> ■ — — — — monthly 

Mr- — March 

Mjjr-* ———— May 

H— - ** November 

no*-- ■— — number 

ns-—— -now aeries 

0— - — ——October 

p» page 

pi — . ..... .plate 

plr; — — -p lates 

por- • — -portrait 

pseu ci — pseudonym 

pfc- — — part 

q— * —quarterly 

F.cr •— - — — — Restricted 

re- * - — -revised 

3 — . — September 

e— - series 

Sec Secret 

sec* — ——section 

sec: .'.Tin- semiannual 

ses&i »o~— —semimonthly 

scr.::' — aemiquarteriy 

ae:p- -- series 
sup . — ———supplement 

TS * ——Top Secret 

ta1> — t able 

tab - — ——tables 
tr— - - — — — ..translated 
translation 
translator 

v— • — — — TOlun» 

w- — —weekly 

yr— —y ear 
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A€TI*» Ci-itcr * CIRCULATION BRANCH. CIA LIBRARY 


20 JUNE l95® 


L»BBAIIY °rnn U r! ,t ° FOfl C, “ UU * T1,W BOOK3 *«<- periodicals bctuecm ClA 
library ano FDD Documents Branch 


T W CU L UP TO REQUESTERS AND REDUCING 

fjna 2 « W£ * K INVOLVED, Twee WlQUEBURAi. CJIAMQCS (ace 

g|3l 1 g£ L iaf} M E ft A BU OQBBTtO BY 1 HE LlMARY's Cl RCULATl ©N BRANCH 


to FDD's Document Branch 


WfMWt IN Y &JIU&IN 6 OB FRIDAY 'J V TMEM * *" 

W THE CIA TL*™??*!. <0 _ JUWI: * W,TK THE S'«9£*U«NT CONCURRENCE 


**» All -V/ uuw. WI TH THE SUBSEQUENT CONCURRED 

2o 2eJ rO L ^rw^«f^™ £ aWta * S J NB i CAT tO BEAD* HAVE at£N PUT INTO EfrECT 

aee» re at work 1 no sat 1 sr actor i tv as pumb*d. 




*» . , ■ggAw* 8f„ **1%° I.T^f* f BfitlJjBRART or Qamm 33 by ron. 

*>** 7IMg ™ «* *<*«!* tHO Cttum ra EACH ^TTirfROM 

ar * ci * 

»K “**" «■*”“•• ««•» « ci* ummy moan., 

or ® Maw * H0W * VW * *« CIA Library was not wrinto 

ZmZr mT^^^ m J L “'** TMtv ww: ® TU «* C 10 *« tc, YET THE 
^^LLNOT^f^r JS *LW OYEBOW ' !Zm ** TMS U * U™** ™* PROCEDURE, 
i **111 r C,A UaH,W¥ * T 5 » KK * ey *«**» or a CARBON copy or the 

™ C,* L,« . eo 4 o. 


!T 2 1 ”"“ “ £ ““ ** ™- U “ M “ ”• i*<^ii«Du«,Too "* it ” 5 

TO SO RS3SVEST3, TYPE THEM ALE OH A stMOLC REOue«n 7 1^. * t8t * l * T£ w 

M«*«**>* DISPATCH IT DIBBeSwa JIHL; .!?«—?” 87 ** 

A* ?* IT SMS ARE RSCgi VE 8 6 Y THE CIA LIBRARY r«ai> Lf T C A LIBRARY. 

AMO P XItw AAprp to fOOt A f *n r „, , „ . LIBRARY PROI-t LC, THEY WILE m CHECKED OFF 

m CSST * conversely, they will be « nt back to LC v,a the 


L0AM" 


Wft t oo i cm > f*r i ohs s*wsisc£>. fqo 


A«i other FOO personnel, a ns (c) 

y»ot« THE NEW PSOCEUURf- , such nr CUE ST: 


: / 

./ - V 

y /H 


V \^’ v ' 

Ml- 


rn 2 “ “‘ TH FB0 * 7HAT “^ *tcns are cZ**£T^-t oa.lv 

■. rw» maw ITS FORE low « UMPHAOE BOOH AND PERiotiCAL cnuw..». 

fa memmtss throuohbut cia. in aooi t » dT^aZu ^ 1 * 3,f?rcTLY 

FeO-CONTflOEuEC ITEM* *«E if ^ 

WAVS ICfiM RtoREQUCSTEB gF FOD- AMO I UPON •»*»,*, La * pRaC.ICE, THEY 

m Minna), wawnu. MB r ™ 

uwwr. ««««, **». ° r |A| 

'■ SOARS CHAfiOSO OUT t&\_ I <J * se » (*) i oner I WlTE 


MUEH bmbT wTT# I »¥ ruu. UNDER THE NEW RROCVMiRF . «S~CH n'CUf'T- 

*®" R6C£ ' V£0 8Y CIA UanARY # win. ee rcftwAAoso to rnit •«. ' Ct ' 5 -' ,T “ < 

waaiNS as retypimb ar CIA L^ary, e*cST2I? V,;H3U1 

•nm ne uaiMiAM to ax iw Jt“. “ **P***. ~c*„. 

W*t* 8 AL WJWeaTEB ir A POOR CITATION JrS^I mecetsary, CONTACT THIS 

rw,t ~ ‘ , T * ^ «W QTWCH QUESTION 12 i NVOLVUO. 


iESTWCTEU 


OES^CijmeCSO June 1352} 
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17 /torch 1952 

mz-IORANbUa FOR: CKAIR«&N, fcUtMiOjasilTTEt ON HEwUIRLiCNTb ANb 
FACILITIES FOR COLLATION, EIC 

FROiis CIA Librarian 

bllbJECTs Central Reference Facilities for the Intelligence 

Community 


lo Prior to and during world war II, U 0 S, intelligence directed 
its efforts mainly toward the objectives of current intelligence , Since 
then, the pattern has changed; today equal emphasis is being given to 
the needs of intelligence research,, The problem is to supply the right 
background for correlation rcitn events of current signif icance., 

2, All scientific and educational research begins with a survey 
of the major bibliographical sources in the specific field of inquiry., 
Luring this process the researcher directs his intellectual energy to 
recovering and extracting from the mass of recoroec data those segments 
which are relevant to his particular problem; he attempts to do this 
with the utmost speed and economy, 

3, The research worker in intelligence must examine tv»o bodies of 
recorded information. First, the "‘open" literature— that which is 
available through public publishing sources. Then, the “classified** 
literature— that which is available only to members of the intelligence 
community o Standing by to help the researcher fina information in 
"open" sources are the excellent bibliographic controls which libraries 
have developed over the years. The indices, the catalogs, the guides, 
the handbooks, etc, are all available to serve him. In the area of 
"classified'* literature, however, the situation is quite different. 

There exists no- checklist of the documentary resources ana facilities 
of the several intelligence agencies; there is no well-^organized, com- 
prehensive catalog of intelligence materials; there is no single complete 
collection of intelligence documents located anywhere; ana there is no 
common indexing system in use within the IAC community., 

lu The document units ana libraries of the IAG now duplicate each 
other by keeping everything which is sent to them; no one, however, has 
a complete set of the total take, CIA excepted, they each index only a 
small portion of what is received. Indexing is done at different levels 
of detail and is performed weeks after the document has been received 
from the field, The result is a delayed, piecemeal processing approach 
with, much duplication of effort. There might be some excuse for 
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duplication if it strengthened the facilities of one Agency or provided 
an overfall gain for the intelligence community. This, unfortunately, 
is not the case 0 Aithin any one intelligence agency, the researcher 
v can today get only' a fragmentary , oftentimes stale, answer to his 

reference inquiry. He can never be certain that the information search 
was exhaustive, and there is no central reference system to which he 
can refer for further help, he trusts to luck that some senior person 
won 8 1 trip him up by procucing a pertinent document which he missed. 

Each step of the intelligence research activity is in some way 
dependent on documentation. Each man involveo in the research process 
must have available the right type of inf ormation organises in a way 
that vi ill best suit the job he has to do. without a strong Documentation 
mechanism for "classified" literature, the best that can be expected of 
the research organization are inconclusive ana consequently ineffective 
results. 

6. Apy approach to complete bibliographic control of "classified” 
literature, in the sense of both physical and content accessibility, 
depends on the coordinated efforts of the intelligence community. System 
weaknesses and deficiencies which exist today 7 cannot be attributed to 
lack of cooperation or indifference to the problem by the intelligence 
agencies. The present situation was the natural result of the shift in 
U, b. policy to emphasize intelligence research— and the subsequent need 
to recover data. Top-level guidance is now required to help build the 
best possible type of documentation support into the intelligence 
research process. The goal is clear; the mechanics must be developed 
to attain it. It seems that a logical starting point for tackling 
this problem would be the Sub-Committee on Requirements and Facilities 
for Collation of the EIC. 

7o It is recommended that the Sub-Committee establish a working 
group that will study the many facets of this problem and develop an , 
objective proposal for strengthening the reference and documentation 
facilities of the IAC into a service of common concern for the benefit 
and use of the entire intelligence research community. 
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PROJECT I - MICROFILMING OF ALL INCOMING 
INTELLIGENCE DOCUMENTS 


The CIA Library is the Agency's documentation center: the focal 
point in CIA for the receipt of new intelligence documents. Its main 
task is to index these reports, distribute them to appropriate CIA 
Offices, and make them available to all requesters for reference and 
circulation. 

A steady stream of requesters make their way to the Library each 
day in search of documentary support for- their intelligence work. 

Although requests vary, they are generally seeking information on a 
subject, looking for a specific document, requesting bibliographic 
service, or performing research in the Library’s files and catalogues. 

Since CIA was the first U.S. intelligence agency to apply central- 
ized library methods to the organization of intelligence information, 
the Library has been keenly aware of the importance of its role in the 
research process. One of the Library's key objectives has therefore 
been to develop a complete, well-organized collection of documentary 
materials. It has endeavored to build into this collection the same 
bibliographic control for classified documents that a researcher is 
accustomed to using in unclassified work. On the premise that efficiency 
of service in information work depends to a very great extent on the 
efficient arrangement of material, the Library has constantly sought 
new ways to strengthen its collection and so improve its services. 

After exhaustive investigation, the CIA Library recommends the 
application of microfilm techniques as the cheapest, speediest, and 
surest way of guaranteeing the availability of a complete collection 
of documents in the Library at all times . 


PROPOSAL : 

Hie Library proposes that it microfilm all intelligence docu- 
ments as they are received, keeping a copy of the document as well as 
the film. The original document will he available on loan to the Offices 
for a period not to exceed one week. The microfilm will he available at all 
times for viewing purposes and for reproduction in those cases when the 
requester requires a retention copy. Single copy originals will be the 
only copies routed on initial dissemination; all other copies received 
by the Offices on distribution will be marked DESTROY AFTER USE . 
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' KEY ADVANTAGES : 


1) The Library* s collection is safeguarded in the event 
of disaster • 

A disaster in the Library would render useless the greater 
part of the Agency's indexing and reference activities by 
destroying the primary collection of intelligence documents. 

A duplicate collection of original documents cannot now be 
provided without doubling the size of appropriate library 
units and facilities. Microfilming will enable CIA to 
prepare a security copy of the collection on film for storage 
at the Vital Records Repository. With this form of insurance 
in being, CIA Offices would no longer be required to micro- 
film intelligence documents on their own for vital records 
storage . 

2) A complete set of documents is at the research a nalyst's 
disposal . 

At present the researcher is assured of finding the docu- 
ment he wants in the Library's collection only bQ$ of the 
time. Too often he is disappointed because the document 
is out on loan or routing, is over at Services being 
reproduced, or has been misplaced or inadvertently destroyed. 

. In consequence the Library is unable to produce all documents 
that turn up on an Intellofax tape. The Library cannot 
service multiple requests for the same document, it cannot 
give the speedy reference service which an intelligence 
organization demands, and it must keep a large staff busy 
just performing tracing, recalling, and re -loaning work. 
Microfilming will ensure the availability of a master set 
of documents for on the spot viewing by researchers and 
reference librarians. It will cut down considerably the 
number of circulation delays and disappointments. 

3) The Library and the Offices can systematically retire 
their files . 

With space always at a premium, it is mandatory now 1 or 
the Library to retire parts of its document collection. 

This is now accomplished on a piece-meal basis by filming 
certain segments of the collection every three years. 

At best the results are spotty because there is no assurance 
that the file is complete at the time the filming takes 
place. As a corollary, CIA Offices tend to build upjanit 
document files because they have no central source of supply 
to rely on after documents are destroyed. 

Systematic microfilming of the documents at point of intake 
and the maintenance of a master microfilm set in the Library 
will speed up the Library's records retirement program, and 
reduce the time and space required for storage of unit docu- 
ment files by the Offices. 
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REQUIREMENTS : 
A. Personnel: 


No. Grade Title 


Duties 


Cost 


SUMMARY: 


An alternative plan to microfilming would be the maintenance of 
a two-copy set of original doc-aments in the Library. Although. this ensures 
the availability of a master set for reference, it means doubling the size 
of the present Library Files Staff, purchasing twice as many cabinets, and 
finding twice as much inflexible space to" house the collection. The plan 
can neither provide the Agency with an insurance set of documents for vital 
storage nor yield any of the service by-products inherent in the microfilm 

proposal. 


Results of the microfilm application to the intelligence document 
collection will not be measurable immediately. It will, however, minimize 
record-keeping, and achieve greater flexibility in library service to the 
researcher: he will get what he wants when he wants it. Security require- 
ments will also be met by the availability of a complete set on microfilm 
of the Library’s entire document file. Microfilm thus offers, e a van age 
of serving several live, operational purposes over and above its accepted 
function of pure records reduction. 


JB:pnb 
13 Nov’ 51 
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PROJECT V - CIA LIBRARY REFERENCE SERVICE 


Bibliographic control, the art of being able to find what you want 
in published materials, has been a perennial challenge tc librarians and 
research people in general. Much has been done to meet this challenge 
in the field of non- intelligence publications. Wo corresponding effort 
has been made to organize classified intelligence publications on a 
continuing basis. 


To attack this problem, tools must be provided. A comprehensive 
cumulative index to the many intelligence periodicals issued by _ the 
respective agencies is of high priority (Project III).^ Continuing 
efforts must be concentrated cn a thorough survey of the scope an 
content of the most important publications in the various fields of 
intelligence, together with annotated inventories of the numerous re 
erence and research "library collections available to the intelligence 
family (Project II ). 


Each day the trained reference librarians in the CIA Library receive 
a wide range of information requests from most CIA Offices. Most of 
the requests are complicated to answer; some are less difficult. Every 
request must, be treated on its merits; each has its own set of individual 
problems. The reference specialist has been inculcated with a sense of 
duty which requires that he place before the requester all the informa- 
tion bearing on his subject, without the intrusion of personal ideas 
or bias. His knowledge of basic reference tools, their scope and arrange- 
ment, permit him to direct the requester to appropriate sources. The 
untrained requester who tries to tackle the job himself will inevitably 
lose much time and miss pertinent material. He actually resents this 
intrusion into his otherwise occupied time. 


It is increasingly apparent that intelligence planning will con- 
tinue being severely handicapped unless every effort is made to provi e 
those who need to know with all pertinent information. The phenomenal 
growth in the volume of information for intelligence purposes literally 
swamps the researcher in his efforts to select, extract, synthesize 
and organize his data. When confronted with a list of several hundred 
or thousand documents somewhat related to his problem, he is discouraged. 
He needs help. He has asked for it. It is at this point that additional, 
qualified reference assistance must be rendered to enable the researche 
to conserve his energies for his original mission. 

Six senior reference specialists added to the current Information 
Section staff would provide the type of service requested and needed. 
These bibliographical experts must be well-grounded m subject fields 
of particular Agency interest. 


PERSOWHEL REQUIRED: (6) GS-12 Librarians 
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